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North Carolina End-of-Course Assessment—Engli
Return Kit Training

Prepared by Questar




Return Kit

=  Will be included with testing materials from NCSU/TOPS
= Contains these items

o Scoreable Materials Return Instructions

[m}

District Scoreable Materials Transmittal Forms

[m}

School or Charter School Scoreable Materials Transmittal Forms

[m}

Box Labels (Orchid in color)

m}

Six UPS Labels (with receipt)

» If more are needed please contact Questar Customer
Service
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Return Kit Cover Sheet

North Carolina End-of-Course Assessment—English Il
FALL 2020

Scoreable Materials
RETURN KIT

¢ Scoreable Materials Return Instructions
¢ School Scoreable Materials Transmittal Forms

e District Scoreable Materials Transmittal Forms
e Box Labels (ORCHID)
¢ UPS Labels
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Return Instructions: side 1

North Carolina End-of-Course Assessment—English Il
Fall 2020

Scoreable Materials Return Instructions to Questar via UPS

= Two-sided document provides step-by-step
instructions on packing and shipping for the LEA
Test Coordinators.

The scoreable materials {answer documents) for the North Caroling End-of-Course Assessment—English Il must be

picked up and shipped to Questar Assessment, Inc. {Questar] no later than February 10th, 2021 Completed = Please return only completed test materials.
answer sheets and header sheets must be shipped to Questar each test day. Review these return instructions for

the shipment ofthe scoreable materials to Questr. * All schools must have at least one header to
To ship your scoreable materials to Questar, please follow these instructions: p rocess.

IMPORTANT: Ensure you use forms for the Fall 2020 administration for the return of all your Fall materials. - Ta pe bOXGS SeCU rely (tOp a nd bOttom )

1. Upon receipt of the answer docurnents from schools in your district, inventory them te ensure you received
the exact number reported by each schoal. Make sure only USED answer documents are being returned.

2. Make sure that student information is filled in completely. Count and verify the number of answer
documents being returned to Questar is the same as the total number of answer documents enclosed as
coded on the Morth Carolina General Purpose Header Sheet. NC General Purpose Header Sheets MUST be

included, or scoring will be delayed. Place an ORCHID return label on each box of materials.
3. At the District level: Comgl English |l District Scoreable Materials T ittal F hi _ Li H H H H H
altlth:scﬁg::'l::inthatshrir;?megﬁtoanned r:Erkthetus:a-llcrtlumbr:raufeanmi?:;mﬁ::::;aeirérrr:tt?:esdméh i Indlcate DIStrICt COdeI DIStrICt Name and BOX X Of X for
the entire district on each label.

school under the column “Total Gty Materials Being Returnad®. Sign your name at the bottom of the form.

4. At the School/Charter School level: Complete one English Il School Scoreable Materials Transmittal Form per
shipment. Mark the number of answer documents being returned for each group as identified on @ Header
Sheets under the column heading "ty Materials Being Returned” across from the school's name. Sign your
name at the bottom of the form.

5. After the English | District and School Scoreable Materials Transmittal Form has been completed, make a
copy for your records and pack the original on top of the English || materials.

6. Pack the scoreable materials in a sturdy box(es).

# Place each grouping of used answer documents and heacer, with the header sheet on the top of the stack
of answer documents in the plastic bag provided.

# Place each schonls grouping of answer documents in the box(es)

+ Place the English || Scoreable Materials Transmittal Form on top of the last school's answer documents.

* Usa filler (e.g., crumpled paper or bubble wrap) to make sure materials do not shift during transport.

+ Tape boxes securely using heavy-duty shipping tape. We recommend at least three strips of tape across
both the top and the bottom of the box to ensure the security of the contents during shipping.

+ Please remove or cover up any labels still attached to boxes from the original shipment to you.

# Place an ORCHID return label on each box of materials. Indicate District LEA#, District Mame and Box X of X
for the entire district on each QRCHID return label.

QAI12377*

QAII23TT

™
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Return Box Label

NC Scoreable Material Return Label
NC2102 EQC P/P

From:

District Code:

District Name:

To: Questar Assessment, Inc.
14720 Energy Way
Apple Valley, MN 55124

BOX of

Please fill out District Code and District
Name on each box label.

)

Indicate the number of the box and
» total number of boxes you are

returning.

= The colored box label allows Questar to
quickly identify your materials.

= The District Code and Name allows for
better visibility and tracking purposes.

= Remember to attach a UPS return label
to every box
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Return Instructions: side 2

7. Attach a UPS shipping label to each package. If you have more than one box in the shipment, each box must
have a label jn.grder for UPS to accept for shipment. Use labels only from the “Fall 2020 English Il Scoreable g . H
Material Return Kit. Keep the Receipt portion of the label for your records. If additional UPS labels are CO n ta Ct . C u Sto m e rse er Ce @ Qu eSta rA I : CO m
needed, please contact North Carclina Customer Service at CustomerService@Questardl com or toll-free at

£77-897-0422. or toll-free at 877-997-0422 if you have
[ any questions related to returning your
materials for scoring.
» Ship materialsas soon as schools are done
testing.
& Rt yout pacagel] o Questar 10 hove o iy iceun o regutrdetveris rom 95, sy nerne | IMIPORTANT: use forms for the appropriate
ot maagan 1 UP% b oot ocaion ot st a1 675 236 2661 10 senenaenou merwn .~ administration ... use “Fall” forms for fall
* Please identify yourself as 3 Questar Assessment customer,

#* Please provide the Customer Service Representative with the number of packages and location of the a d | | . i n i St ra ti On S; U Se ”S p ri n g” fO rl | lS i n t h e
boxes [e.g., loading hm:k, office, etc ). .
spring etc.

Be aware that UPS may not be able to pick up the packages until the following business day, 50 make your
arrangements accordingly. If you drop packages off at a UPS pick-up location, you must verify the UPS pick-up
times to ensure your package will be picked up by UPS on or before the return deadline.

Scoreable Materials MUST be picked up by February 10™, 2021

" e o e e e e it e FINAL pick-up date
February 10", 2021

As a reminder, the following situations will delay scoring:
# Boxes are not packed according to the Return Instructions.
= Transmittal forms are not completed accurataly.
= Precoding marks are not aligned to the bubbles.

= White out paint or tape is used on header sheets or answer sheets. Please nOte the reminder Gt the bOttOI’n Of
# Students do not code the form letter and number on the answer sheet. . . . . .
= Students mark their responses on answer sheets from previous years (e.g, 2017-2018, 2016—17). SI de 2: SI tuatlons that wi II delay Scorlng.

+ MC General Purpose Header Sheets are not included in each box. Header sheets must be included for general

and makeup administrations.
A All Ri Ri Q t )
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*' ~.
Avoiding Scoring Delays . :

As a reminder, the following situations will delay

scoring:

= Boxes are not packed accordingto the Return
Instructions.

= Transmittal forms are not completed accurately. | TET“’”E“'S “A'“ __SCHOOL NAME

= Precoding marks are not aligned to the bubbles.

= White-out paint or tapeis used on header sheets
or answer sheets.

=  Students do not code the form letterand
number on the answer sheet.

= Students mark their responses on answer sheets
from previousyears (e.g., 201617, 2015-16).

= NC General Purpose Header Sheets are not
includedin each box. Header sheets must be
included for general and makeup
administrations.

© Copyright 2020. Questar Assessment, Inc. All Rights Reserved



Scoreable Mat

North Carolina End-of-Course Assessment—English Il

FALL 2020 = Completed atthe District LEA level.
s o e s S T e Seee s o documens " District Name.
T DisTCT RANE [ — » Three-Digit LEA#.
e skl an et sl e f s ocmens o o groupe i el e 7ot G = Listallschools being returned as
ek e e ndividual lines
B — — = If a school as two or more
packages due to number of
students tested please list on two
% lines.
Z = LEA Test Coordinatormust sign to
§ verify packages and quantities
returned.
= Charter schools do not need to
complete the District Transmittal Form.
= (Questar uses this information to verify
LEA Test Coordinator's ignature: counts at check-in.
Telaphons: | 1 Date:
“"ICIl.ﬁnLI12?E..WF"1:9::1

Questar
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Scoreable Mat

North Carolina End-of-Course Assessment—English Il
FALL 2020

SCHOOL OR CHARTER SCHOOL

Scoreable Materials Transmittal Form
This form must be completed and RETURNED to Questar with the used, SCOREABLE answer documents

1 | SCHOOL or CHARTER SCHOOL MAME: L e e

SIN-DIGIT LEA K
I I
5 | GROUPS INCLUDED
viou will need to list each group according 1o the “TEACHER'S NAME® in box 4 an of the Gersrllurpess Ann'::;r
“eacer Sheet. The number of answer documents indicated under *Ofy. of Answer Documents Aeturmed® Botimants
column an this form must match the number of answer documents indicated in box 9 on the Gessmal [rRr—
Eurpees Header Shoot.
i
2
3
]
5
: |
! g
& n
n -
bli] -
m i
= H
13 g
14
i5
18
7
18
i
n
[ Please chack this box if addibonal “TEACHER NAMES” are listed an the back of this form.
School Test Coordinator's Signature:
Talephona: [ ] Diate:
*QAI12373*

12373

© Copyright 2020. Questar Assessment, Inc. All Rights Reserved

The separate School Transmittal form
allows us to validate the quantity of
materials we should have for each
group/teacher within a school.
Completed at the School/Charter
School level.
o School or Charter School Name.
o Six-digit LEA/School Code.
List all schools/charter schools being
returned as individual lines.
School Test Coordinator must sign to
verify packages and quantities
returned.
Questar uses this information to verify
counts at check-in.

Questar




UPS Label

= Two-part label:

SHIPPING LABEL RECEIPT

S;“S;SII%;I’JPESST COORDINATCR 10 LBS 10F 1 R
1 1 seq) koG ST Ret Service Cust ipt .
Place shipping | ##e RS S Sutomar Fapsp Keep receipt for
Ship To
label on box as | sue recewne Recening your records and
TO: (877) 997-0422 Questar Assessment, Inc
H H H * QUESTAR ASSESSMENT INC. 14720 Energy Way .
indicatedin 14720 ENERGY WAY Apple Valley, MN 55124 tracki ng .
APPLE VALLEY MN 55124 1-877-997-0422

instructions.

MN 551 9_03 Service: Ground

|||||| ' |"I| || I III | I|| Tracking #: 1287X9339002806670
UPS GROUND

Content: Generic Return Kit
TRACKING #: 1Z 87X 933 90 0280 6670

Project:  NC1612 EOC P/P SY 2015-16(902)
IH CALL UPS CUSTOMER SERVICE AT
877-536-2697
S N T O P e O B o i )

Shipment: Shipment 1
Order #: 691513
] -
— TO SCHEDULE PICK-UP
DESC: GENERIC RETURN KIT

Ship From: NCSUTOPPS
RETURN SERVICE

REF1: 902 / 000001 /691513
REF2: NC1612

CUU 11.1 Winlmage 69.5V 10/2015
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Questions?
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